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Anggita Puspitasari Indradewi, D1514009, 2017. “Prosedur Pemberian Cuti 
Bagi Pegawai Negeri Sipil (PNS) di Kantor Pelayanan Kekayaan Negara 
(KPKNL) Surakarta”. Program Studi Diploma III Manajemen Administrasi 
Fakultas Ilmu Sosial dan Politik Universitas Sebelas Maret. 
Tujuan pengamatan ini adalah untuk mengetahui bagaimana prosedur 
pemberian cuti bagi Pegawai Negeri Sipil di Kantor Pelayanan Kekayaan Negara 
dan Lelang Surakarta. Jenis pengamatan yang penulis lakukan adalah observasi 
berperan aktif yang berarti penulis berperan mengikuti peristiwa demi 
kelengkapan data. Teknik pengumpulan data yang penulis lakukan antara lain 
wawancara, observasi, mengkaji dokumen dan arsip, serta perekaman suara. 
Sumber data yang diperoleh berdasarkan informan, dokumen, dan riset pustaka. 
Metode pengamatan yang digunakan penulis dalam Laporan Tugas Akhir ini yaitu 
menggunakan deskriptif kualitatif, yang berarti penulis mendeskripsikan Laporan 
Tugas Akhir ini sesuai dengan realitas yang terjadi di Kantor Pelayanan Kekayaan 
Negara dan Lelang Surakarta. 
Berdasarkan hasil pengamatan, prosedur pemberian cuti Pegawai Negeri 
Sipil di Kantor Pelayanan Kekayaan Negara dan Lelang Surakarta diatur dalam 
SOP (Standar Operasional Prosedur) dimulai dari pegawai yang ingin cuti 
membuat surat permohonan cuti, kemudian bagian kepegawaian akan melihat 
rekap jumlah cuti yang masih menjadi hak, apabila dapat diberi cuti maka surat 
tersebut harus ditandatangani oleh atasan langsung. Kemudian surat permohonan 
cuti diproses oleh bagian kepegawaian yaitu dibuat surat izin cuti yang diperiksa 
dan diparaf oleh Kepala Subbag Umum. Kepala Kantor menandatangani surat izin 
cuti dan dibubuhi cap serta nomor surat. Dalam pemberian cuti pegawai harus 
memenuhi ketentuan yang berlaku. 
 













Anggita Puspitasari Indradewi, D1514009, 2017. “THE PROCEDURE OF 
FURLOUGH GIVING FOR CIVIL SERVANTS IN STATE TREASURE 
AND AUCTION SERVICE OFFICE (KPKNL) OF SURAKARTA. 
Administration Management Undergraduate Study Program. Social and 
Political Sciences of Sebelas Maret University.  
 
The objective of research was to find out the procedure of furlough giving 
for Civil Servants in State Treasure and Auction Service Office (KPKNL) of 
Surakarta. The type of observation the author conducted was an active 
participatory observation, meaning that the author participated in the even to get a 
complete data. Techniques of collecting data used were interview, observation, 
document and archive study, and voice recording. The data source derived from 
informant, document, and library research. This research employed a descriptive 
qualitative method, meaning that the author described this final project report 
corresponding to the reality occurring in State Treasure and Auction Service 
Office (KPKNL) of Surakarta.   
Considering the result of research, it could be found that the furlough 
giving for Civil Servants in the State Treasure and Auction Service Office 
(KPKNL) of Surakarta was governed in Standard Operating Procedure starting 
with the employees who want to take leave filing the application for leaving 
(furlough), and then the personnel division would see the summary of remaining 
leaves, when it was granted, the applicant would be given a document 
signed/approved by his/her close superior. Then the furlough application 
document would be processed by the personnel division to release the furlough 
permission document that was examined and signed by the Chairperson of 
General Sub Division. The Director of Office signed the furlough permission 
document, stamped it, and gave it the document number. In furlough giving, the 
employees should meet the enacted provision.  
 
Keywords: Furlough, Procedure  
